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Merit System Established _. _I Position F i l e  
---1_^ __- To Date 

10. What is the function of the office in which this record series is created 

The Division of Administration provider s t a f f  support t o  the Department-in the  areas of  
general accounting, audi ta  and f i s c a l  procedures, personnel and t ra ining,  contracts  pro- 
curements and administration, equipment control,  purchasing, inventory and werehouse 
control ,  general f i l e s ,  records management, Department budget and a i r  t ravel  rervice. 

. _ _ .  3 -  ~ r -  

__ ____-_ _______--- 
11. This fik contains the following documents (include form numbers and titles, If a n i  and file arrangement): 

Docments r e l a t i n g  to  established Merit System positions within the Department. 

Included are: C i v i l  Service Established Posit ion Record 
bployment Record with thin Agency 

AlTACH SAMPLES OF THE FILE 

. .  

-.me W e  Drawers 

Kardex 
~~ 



13. Is this the Record Copy of the series? 

14. Is there a duplication of this series in another office or agency? 

, 

[icl I 1  
.I 

c 1 1x1 

15. Is the information contained in this series ever summarized or' published? Attach copy of sc8nmsry or publication. ] 1 X]  

16. Does the series coiitain classified information requirink security handling? c 1 ! . X l  

: ' ,-- lx 1 I 1~ 17. Does the series initiale, amend or terminate agency policies and procedures? 

~. . ; [ ~  -] [ X )  

1 
'~ . i: ~ - - 

. .  
j r 

- .~ I> q - .  
. - I .  

18. C&d the function b performed i f  the files were lost or destroyed? 

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? 

21. Does the record series contain documentation produced as EDP printoul . .  r -~ I._ - 

[ 1 [ X I  

[ 1 [ X I  

t 1 , [ X I  

22. Has the Federal Government issued instructions governing retentionldisposition of these files? 

23. Wi l l  there be a need for these records 10, 15 yean from now? I f  yes, what? 

[ I '  Lxl 

[ X I  [ I 
. .  
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24. REQUIREMENTS. The iollowingrequiresthe files to be kept .$Ude&i_te.l-'. . .  . : .  !, * y ' i  - ' . .  

,,. - - ~ . ~- ~ . . . . ~  r ~. ,~ . .  1,' . ~. .. .~ . -  . 1 . 

a. [ -3 STATE 'b. [ J STATUTE OF ' t. [ AUDd d. [ ']-FEDERAL 

(Cite Law, Statute, or other reason for the retention requirement) 

e. [X]'ADMlNISTRATkE:. f.,r '1 HISTORICAL 
LIMITATION PERIOD LAW DECISION ' VALUE 

. .  
LAW 

il__ __  ____ - - ___ _- 
25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 

-[ ] CALENDAR YEAR -[ 3 FISCAL YEAR -bC 1 Other Abolishment of Position then: 

[ 3 Hold in the current files area month(s)/ .~ .. _ _  yearb): 

:. - , 
[ ] Transftr. to ,[ J State Records Center J C  [ . ]  Local Holding A!e:a; hold -, , 7 .~ . i. ...... . .  yearb): - . ,  

. .  
[ 3 Destroy. 
[ ] Transfer fo State Archives for permanent retention: : 7 .- .~ ~ - . ,, - : . . , I  . 
[ 3 Destroy immediately after cut-off. . . . . .  , 

, ~. . * '  , . ' i  

i. 

. .  . .,, -> . ,~ ' ~. . 

r ' , , . 7  :..: . . L I  : 
[ x] Other: (Specify) 

'Posit ion -__I__ - . ~ .  Record: 

m l p e n t  Record: --~- 
hold i n  current f i les  aria until position 10 abolished; -'then de&roy. 

destroy upon reparation or retirement of  employee, 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 



Merit Sysem Bstablish~d~o8&t~-on File 

Explanation of Yes Anewers Questions 14-23 

The series initiates and terminates Merit System positions within the 
Department. 

This is a continuous series. 
is abolished. 

17. 

23. Records are disposed of only i f  a position 

Rationale: 
requirements. 

The recommended retention guidelines satisfy administrative 


